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BLOCK DD FOW 1155 -- PURC=SE ORDER

NO. BLOCK TITLES ~ DATA ENTRY INFOWTION

18 ITEM NO. -- Enter a contract line item number (CLIN) for
each item being ordered starting with “0001” and
continuing until all items are listed. In the majority
of purchases made by activities other than a stock point,
requirements will be identified on a line item versus a
subline item basis. Further discussion on line item
numbering is found in DFARS 204.7103.

19 SCHEDULE OF SUPPLIES/SERVICES -- The schedule should
contain the following information, if applicable, in the
order listed:

(1) If DD1155 is confirming an oral order, enter
“CONFIRMING ORDER -- DO NOT DUPLICATE” above items.

(2) National Stock Number (NSN).
(3) Item Identification (i.e., purchase description) .
(4) Quantity Variance allowed if any.
(5) Inspection/Acceptance point where the inspection

and acceptance will take place (e.g., “Inspection and
Acceptance shall take place at the destination”) .

(6) Preservation and Packaging requirements.
(7) Packing requirements such as preservation

material, crate or skid size, etc.
(8) Delivery Date(s) if not entered in block 10.
(9) MARK FOR address if required, and

(10) For FMS requirements, clearly indicate “FMS
Requirement” on the face of the DD Form 1155, and specify
by each line/subline items number the FMS Case Identifier
(e.g ., FMS Case Identifier GY-D-DCA) .

20 QUANTITY ORDERED/ACCEPTED -- Enter the total quantity
ordered for the line item.

21 UNIT -- Enter the unit of measure applicable to the line
item. If unit is vague (e.g., box), define the unit in
the item description.

22 UNIT PRICE -- Enter the unit price applicable to the line
item.

23 MOUNT -- Enter the extended dollar amount (quantity x
unit price) for each line item.

24 CONTRACTING/ORDERING OFFICER -- Enter the contracting
officer’s signature. No one may sign the order “For” or
“By Direction.” Only an appointed contracting/ordering
officer acting within his/her delegated authority may
sign the DD Form 1155.

25 TOTAL AMOUNT -- Enter the total dollar amount for all
line items on the order. If order is unpriced, enter
“Not to Exceed” above this amount. If order is under

6D-35
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BLOCK

NO.

26

THRU

42

DD FOW 1155 -- PURC~SE ORDER
BLOCK TITLES AND DATA ENTRY INFOmTION

“F.o.b. Origin, Freight Prepaid” terms,
enter “PlusTransportation” above this amount.

These blocks are used in the receiving and paying
functions. Copies of the DD Form 1155 should be
forwarded to/be available for the receivers and paying
office for their use, as applicable.

Enclosure (1)
6D-36



ORDER FOR SUPPLIES OR SERVICES Fom Approved PAGE
OM8 No. 07040187

{Contractor must wbmit four copies of invoica.) Expires Jun 30. 1997 lof2
usl,cr.wmW wm.nrortti~tia@ not mromatwn sascmarodto ●w.rwe 1 tiurprrHwasa. !nd-tHe tfitOr~*v*wW ~!m~~~. ~**9~xmftW.data S0~-. at~n~~
l~tan!n9!hcdat3~~, ~ ~plo!mg mdra.ww!ng thc~ll~mnof :nfomatmn. *ti rn-.!smwd,W !~~d*nQ St~at*Or~vO !*r~~0ft~ =lle=rOfiOfln O~at*n.?
,aual~suqgcs;[om fo, ,,oua~ the m,dam to O.owmmt of D.i.m.. W=nmgton H.#qu~dm 9w,-s. D,roaOcatDfOr lnfO~=mnoMratn_*fi~fiS. 1215 JoffomonDavu
qwav. ~m 12W. Afim9ton.Va 222024302. ~ to th Offim of Mmqma”t - @got. Pxrwo,k RAtimn Pmx= [07M1 87}. W_lWtOfl. DC 20503.

PLEASE DO NOT R-RN YOUR FORM TO El~ER OF WESE ADDRESSES.
S~D YOUR COMPLHEO FORM TO WE PROCUREMENT OFFICWL 10SN~RSD IN ITSM 6.

CONTRACTPURCHORDERNO. 2. OELIVERYORDERNO. 3. OAZ OF O-ER 4. REQUl~O~URCH REOUES7NO. 5. PR!ORITV

NOO023-96-X-534j NOO023-6075-9999
ISSUEDSY

PurchaseDepartment
7. AOMINISTEREOSV INo!- m d!

NavalSupplySysternsCommand
B.DSLWERYPOE

1931JeffersonDavisHi=hway S~LE ~=CED P~=E 0~~ ~ OE=
Arlington,VA 222~1-53g0 “============================-5 oTHER

POC:E. Robinson,21G,(703)607-0712
CONTRACTOR

(s= S*IO if or-l

COOE FACU~ COOE I 10.2ELIW TO FoE POINTBY IDaml
mMMMOOl

llMARK IF Businesses

See Schedule ❑ SMAU

MME ANO VortexSystems,Inc. lZOlscouwTsms ❑ R%k::%”
ADORESS1234VortexWay .5%20 DYS ❑ wOMAN.OWNED

Bethesda,Maryland L2345-9999 ‘3.MA’L’Nvo’c:s70CONTRACTINGOFFICER
AT BLO~K6 ~DRESS

.SHIPTo coos XOOOZ3 15.PAYMENTWIL BEFAAOESY cooEl HQO1O3
FacilitiesManager MARKAu

NavalSu plySystemsCommand
!

PACKAGESANO

L931Jef ersonDavisHv, 6thFloor
PAPERSWHH
CON~CT OR

Arlington,VA PH: (703)607-9999
OROERNUMBER

6. OELIVERY I
m amww ores a -d m WWf k,a,mmt ~ w ,. ZW,awu -m a %-t m ttim - amou.m at-“* -w- Wmrut.

‘w
)F x WW_VW Telequoteby P. Smithon 96 Feb 29

PURCHASE
ti*tM1*~ ontumwmtiw W...

>ER ACCEPTANCE.THECONTRACTORHERESYACCSFTSTNS OFFSRRSwSENTEO SY THENUM~D PURCHASEOROERAS IT MAY PREV1OUSLYMVE
BEENORSNOW MOOIFIED.SUWEm TOAUOFmE~MS ANOmNOITIOfAS s5TP0RTMAN0 AGREE570P5RPORM 7~xE.

1 NAASEOFCONTRA~OR SIGNATURE TVFEDNAMEANO ~ 0A7ESIGNED
Wm &xs mtiti. =w* - sgn Acmt= d rsmmw blbtiq MW 0?mm=:

7.ACCOUN~NG ANOAPPROPRIATIONOATA/ LOC& USE

ACRNAA: I76I804.291O000006L2O 006122D 281L60FP6075999900 NOTTO EXCEED:$2350.00

19. 20. auAm 2?. 22. 23.
ITW NO, SCHEOULEOF SU~ESSERVICES OROEREOt uNIT UNITPRICE AMOU~

ACCEPTEO.

0001 Services,laborandmaterialfor therepairof 1 JOB $2,350.00$2,350;00
(L)Vortexmodel3L-lCWMotor,ser.no. 3L0795A
Repairto includerewindingstatorand rotor;
andreplacingmainbearing.

Periodof Performance:96 MAR 06 thru96 MAR 07
InspectionandAcceptanceat Destination.

NOT TO
EXCEED

.ltwm~ 2S. TaTAL~ti__m_- ,4.3;00-
Wm 0-. Wlc*e w x NM.- -,

$2.350.00
-u W- wti -w — o-d 29.
M mrd9. W. P. MACK

DIFFER.

m CO_~NWORDERING OFHCER ENCES

. OUAN~ INCOLUAfN20 NAS SEEN 27. SNIP.NO. 28.0.0. VOUCHERNO. 30.

~ N4SPE_ ❑ RSCEtUEO ❑ ::c*&&:J:!Lolr::o’m
lNflWLS

32. PAIOW 33. AASOUNT~FIEO CO~ECT FOR

Q ~fl;L

OATE SIGNATUREOF AUTHOR~O GOVER~ENT REPRESE~ATIW 31. PAYMENT ?& CHECKNUMBER

,l-tYti— mmea d mm for ma

5 ~PR. 35. Em OFLAOINGNO.

OATS
,3*oATEREWw50 ‘F’NAL

SGNA7UREANO ~ OF=lFYING OFFICER

REcEH AT 38. REavso w 1- 40.TOTALCONTMNERS 41. = ACCOUNT NUMSER 42. ~ VOUCHERNO.
tiMMOOl

. --”.. ..CC -—. ,-.J runm I as=. . 6D-37 Enclosure [11
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NOO023-96-M-5345
Page 2 of 2

The following checked (~) Clauses are hereby included in this
Purchase Order:

F= 52.252-2 C~USES INCORPORATED BY REFERENCE (~ 1988)

This order incorporates one or more clauses by reference,
with the same force and effect as if they were given in full
text. Upon re~est, the Contracting Officer will make their
full text available.

F~ 52.203-3 GRATUITIES (UR 1984)
FAR 52.222-3 CONICT -OR (APR 1984)
FAR 52.225-11 RESTRICTIONS ON CERTAIN FOREIGN PURCHASES

(mY 1992)

F= 52.232-8 DISCOUNTS FOR PROMPT PAYMENT (APR
FAR 52.232-25 PROMPT PAYMENT (~ 1994)
F~ 52.233-1 DISPUTES (MAR 1994)
FAR 52.233-3 PROTESTS AFTER AWARD (AUG 1989)

1989)

Enclosure (1) 6D-38

NOTE : If this order is “Unpriced” as indicated by the words “Not o
to Exceed” or the abbreviation “NTE” in the schedule, the
following clause is hereby incorporated in this Purchase Order:

m Fz 52.213-3 NOTICE TO SUPPLIER (APR 1984)
.

This is a fim order only if your price does not exceed
the maximum line item or total price in the S&*ule. Submit
invoices to the Contracting Officer. If you cannot perform in
exact accordance with this order,
notify the Contracting Officer
~otation. (End of clause)

S~LE O~Y

WITHHOU PE~=CE and
immediately, giving your



Sub j :

Ref :

NAVSUPINST 4200.85C

MEMOWDUM FOR THE FILE

AS REQUIRED BY
THE PERIOD THROUGH

EXERCISE OF OPTION ~ER PURCHASE ORDER
FOR
FOR

(a)
(b)
(c)

FAR 17.207
FAR 13.112
NAVSUPINST 4200.85C

1. (Name of Reaester) has advised that the requirement
covered by the option will fulfill an existing Government need
and funds (haVe been made available /will be made available/or

wil 1 be made available under ~nd ivjdual de 1iverv orders ) The

contractor’s performance has been satisfactory and the
requester rec~mmends the option be exercised.

2. The original procurement (was/was synopsized in

accordance with (FAR 5 201/5 .202) . (N&er ) sources were

solicited and ~- ,of offers were received. The contract

provides for a base d/Wt2ty)
,

and additional option
es) . price for the option(s) were evaluated

in the award and determined to be fair and reasonable based on.,
(ade~ate price comwetltlonlade~ate Prlc~ and technicaz

o*? ce analvs?sjcos t anti.vsls). Award was made to

me) .

3. There has been no significant change in the market
situation or the option requirement that would cause the
contractor to significantly lower his price. Other factors

considered in the determination to exercise the option were
the Government’s need for continuity of operation and
potential cost to the Government of disrupting operations.

4. (This paragraph or similar language rewired when the
services procured fall under the Service Contract Act and a
wage determination was received from the Department of ~abor.)
The price for the proposed option period is subject to
adjustment as a result of a new wage determination issued bY
the Department of Labor. -y request by the contractor for an
increase in the contract price as a result of a new wage

determination will be evaluated and a determination of
reasonableness will be accomplished prior to issuance of a
modification changing the contract price. The definitization

schedule to exercise the option and negotiate the wage
increase for the option period is set forth below:

6D-39
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Request Wage Determination from DOL
Receive Wage Determination
Issue Preliminary Notice Mod and Add Wage Det.
Receive Contractor’s Revised Quote
Conduct Negotiations
Issue Modification Exercising Option

5. Information Systems approval in accordance with SECNAVINST
5231.lB has been provided. (~OTE:

Only required for FIP
e~ipment/semices or software.)

6. Based on the above, it is determined that ~xercise of the
option is in accordance with the terms of the purchase order,
references (a) through (c) and is the most advantageous method
of fulfilling the Government’s need, price and other factors
considered.

DATE :

Enclosure (1)

Contracting Officer
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SMPLE STAND~D FOW 44

INSTRUCTIONS

VJris form is for official Government

1. Filling in the Form

(a) All copies of the form must be

use only)

legible. To in.
sure Iegibitity. indehble pencil or ball-point-pen should
be used. SELLER’S NAME AND ADDRESS MUST BE
PRINTED.

(b) Items ordered will be individually fisted. General
descriptions such as “hardware” are not acceptable.
Show discount terms.

(c) Enter project reference or other identifying de-
scription In space captioned “PURPOSE.” Also, enter
proper accounting information, if known.

2. Distributing Copies

Copy No. 1—Give to selier for use as the invoice or as
an attachmerft to his commercial invoice.

Copy No. 24ve to seller for use as a record of the
order.

CoPy No. 3—

(1) On over-the-counter transactions where de-
tivery has been made. complete receiving report sec-
tion and forward th[s copy to the proper administra-
tive office.

(2) On other than completed over-the-counter
transactions, forward this copy to location specified
for delivery. (Upon defivery, receiving report sec-
tion is to be completed and this copy then forwarded
to the proper administrative office.)

Copy No. 4—Reta{n in the book, unless otherwise
instructed.

3. When Paying Cash at Time of Purchase

(a) Enter the amount of cash paid and obtain
seller’s signature in the space provided in the Seller
SeCtiOn of Copy No, 1. If seller prefers to provide a
commercial cash receipt, attach it to Copy No. 1 and
check the .’paid in cash.’ block at the bottom of the
form.

(b) Distribution of copies when payment is by cash
is the same as described above. except that Copy No. 1
is retained by Government representative when casn
payment is made. Copy No. 1 is used thereafter in
accordance with agency instructions pertaining to
handling receipts for cash payment.

Enclosure (1)
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a
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1. -. This

CMPTER 7

~MINIST~TION

chapter prescribes procedures for
administration of purchases awardinq-usinq Simplified
Acquisition Procedures.

—.
The admini;trati~n fu;ction as

covered in this chapter includes all facets after contract
award including inspection and acceptance, modifications to
awards, maintenance, close out and retention of contract files
and contract reporting requirements.

2. s~ectlon and Acce~tanc~

a. and Ac~ta nce at Destination
.

. Simplified
acquisition actions are generally inspected and accepted at
destination and all administration is performed by the
purchasing office issuing the order.

b. s~ectlon and Acceptance at sou~ - In instances
where critical items are being ordered, contractor inspection
is required, or other cases requiring administration beyond
the capability of the issuing office, a contract
administration organization is assigned ko administer the
order - If such an organization is assigned to perform
inspection and acceptance (i.e. , inspection and acceptance at
source) , they will perform all other contract administration
functions, as well.

(1) Cent ract Mana~ement co remand (DCMC) is the
organization that provides contract administration support for
DoD . DCMC is divided into districts throughout the country
called Defense Contract Management Districts (DCMDS) which are
further broken down into management areas known as Defense
Contract Management Area Operations (DCMAO) offices.
Administration of the purchase order is assigned to the
management area for the city and state where the contractor is
located. To determine which DCMD to assign, use the current
addition of DoD Directory of Contract Administration Services
Components, DN 4105.4. Once you determine the correct
management area for administration, you then determine which
management area office will perform inspection and where
acceptance will take place. This may or may not be the same
as the address of the contractor with whom the order was
placed.

. c. DD Form 1155. Block 7 of
“Administered by” shall be filled

7-1

the DD Form 1155,
in as follows:
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(1) Administration
@

et~ed by ~uvchase Office . When
administration of the purchase order is retained by the
purchase office, this block will be left blank.

(2) Admjni t ‘ n ~erformed by DCM~ . Enter the name
and address of the DCMAO or military activity responsible for
administration services.

3. ~dificatjon of Purchase Orders . Purchase orders may be
modified to change price, delivery, terms and conditions, etc.
A purchase order may be modified by use of (1) Standard Form
30, Amendment of Solicitation Modification of Contract; or (2)
an agency-designed form or an agency-approved automated
format . Each purchase order modification shall identify the
order it modifies and shall contain an appropriate
modification number. The contracting officer shall sign each
modification.

a. Mod ification T~es. There are two t~es of
modifications, unilateral and bilateral. Bilateral
modifications are also known as supplemental agreements. The
type of modification issued will depend on the change to be
made. Contracting officers need not obtain a contractor’s
written acceptance of a purchase order modification, unless
the written acceptance is determined by the contracting
officer to be necessary to ensure the contractor’s compliance a
with the purchase order as revised. A sample of each t~e of
modification is contained at the end of this chapter.

b. ~~rchase Orders
,.

. The
unilateral modification allows the contracting officer to make
changes to a purchase order without obtaining the contractor’s
written acceptance. Three t~e of unilateral modifications
generally authorized with simplified acquisitions include
administrative modifications, unilateral modifications, and
change orders.

(1) unistra tive cha na~. An administrative change
is a modification, primarily of an administrative nature,
which does not alter the essential agreement between the
parties. Administrative changes may be made by the
contracting officer without requiring the contractor’s
acceptance and should have block 13B of the SF30 checked.
Examples of this t~e of modification include:

(a) Changes in the paying office;

(b) Changes in accounting data; and

7-2
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(c) Corrections of typographical errors.

a

(2) ~flcations
,,

. Unilateral
modifications may be issued to make changes to a unilateral
purchase order under the following conditions:

(a) The modification must be issued prior to
commencement of performance and be within the scope of the
original order;

(b) Agreement must be obtained from the
contractor on the proposed change/withdrawal and the resulting
modification (SF 30) must be annotated with a reference to the
contractor’s confirmation and agreement of the proposed
change. (This may be a reference to a phone conversation or
written correspondence from the contractor.) ; and

(c) Block 13(d) of the resulting SF 30 must be
annotated, to reflect the issuance of an authorized unilateral
modification.

(3) -ge Orders. A change order is a unilateral,
written order signed by the contracting officer, which, under
the authority of the “Changes Clause”, directs the contractor
to make changes within the general scope of the purchase order
and is identified by checking block 13A of the SF30. Although
seldom used to modify purchase orders, a change order can be
issued under the following conditions:

(a) A change’ order can only be made to a bilateral
purchase order in which the applicable changes clause has been
incorporated.

(b) The proposed change must be within the scope
of the original order and allowable under the changes clause
as follows:

L For Supplies - Drawings, designs, or
specifications, where supplies to be furnished are to be
specially manufactured for the government in accordance with
those drawings, designs, or specifications; method of shipment
or packing; or place of delivery;

2 For services - Description of services to
be performed; time of performance; or place of performance of

, the services; or

7-3
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3 For services, where supplies are to be
furnished - items in I and 2 above.

(c) ~ . After issuance of the
change order, the contractor has the right to make a claim for
an equitable adjustment if the change caused an increase in
the cost of the contract. The contractor is required to make
the claim within 30 days from the date of the notification of
change. The contracting officer shall review the claim for
acceptance or negotiation. After agreement with the
contractor is reached, an SF 30 Supplemental Agreement must be
issued to definitive the change order.

(d) As a change order always requires
definitization, it is generally preferred to negotiate an
agreement with the contractor and issue the change as a
supplemental agreement. Change orders to purchase orders are
normally used only in emergency situations when the change
must be made immediately and time is not available to
negotiate with the contractor.

emental Ameemen~ . A
supplemental agreement is any modification mutually arrived at
by both parties. A supplemental agreement must be signed by
both the contracting officer and the contractor. The clauses
applicable to bilateral purchase orders, shown at DFuS
213.507(a) (ii), and chapter 6D of this instruction shall be
incorporated by reference on the SF 30 unless previously
included in the purchase order. The effective date of the
modification shall be filled in before the modification is
presented to the contractor for signature. This entry, in
Block 3 of the SF 30, will be the date agreed upon by the
contractor and the contracting officer as the date on which
the change will be effective. Block 13C of the SF30 should
also cite 10 USC 2304(g) as the authority for issuing the
modification. The following are examples of different types of
supplemental agreements:

(1)

services to

~
. . .

(a) Increase the quantity of supplies and/or
be rendered under an existing order.

(b) Enlarge the scope of an existing order.

Any increase in quantity or change in scope of work must be
supported by a purchase request/requisition. Adding
requirements to a purchase order by modification does not

7-4
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eliminate the rules for soliciting competition, small
businesses, etc.

4200.85C

lemental @reements which othe rwise chanqe the

(a) Decrease the quantity of supplies to be
delivered in exchange for a corresponding reduction in the
contract price.

(b)
higher contract

in exchange ~~~

Accelerate the delivery
price.

date in exchange for a

Change specification or delivery requirements
an appropriate adjustment of the contract

price - Ifi a supplemental agreement which changes the
obligation of the parties, the Government will receive a new
benefit or something of additional value, known as
consideration, in exchange for the Government’s release of the
contractor from existing obligations under the contract.

If a
price increase or decrease is involved, accounting data and
the amount involved in the modification itself must be shown
in Block 12 of the SF 30.

d. to Purchase Order= . Each
modification shall reference the applicable purchase order
number as well as contain a modification number. Modification
numbers shall be assigned as prescribed by DF~S 204-7004 and
shall consist of a six position alpha numeric number
constructed as follows:

(1) The
identifying the

P-

A-

(2) The

first position shall be a capital letter
modification issuing office as:

office which issued the purchase order being
modified,

office other than that which issued the
purchase order being modified;

remaining positions shall be the modification
serial number, constructed for each individual purchase order,
commencing 00001 through 99999, AOOO1 through A9999, etc.

e. ~trfiution Modlflcation~
,,

of . The original and
copies of the modification shall be distributed in the same
manner as the original purchase order.

7-5
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4. Modification of Del~~ Modifications to
delivery orders against Federal Supply Schedule, indefinite
delivery type contracts, or indefinite delivery type purchase
orders may follow the procedures in paragraph 3 above, with
the following exceptions:

a. erlna of Del iverv Order Mod~flcations
.,

(1) Modifications to delivery orders against FSS
contracts may use the same numbering system addressed
paragraph 3, above.

(2) Modifications to delivery orders-against IDTCS or
IDTPOS shall be numbered in accordance with DF~S ‘204.70 with
a two digit number beginning with 01,02, etc. This is used as
a supplement to the four digit order number (i.e. 0001/01,
H901/01, etc)

b. ~. When the modification being issued
requires a reference in Block 13 of the SF 30, and is being
issued in accordance with terms and conditions of the
contract, the applicable contract number or mutual agreement
of the parties will be cited.

5. ~e w Orders

a. Withdr awd. A unilateral purchase order which has not
been accepted in writing or performance has not yet been
initiated by the contractor may be withdrawn at a+y time
before the contractor furnishes the supplies/services or
proceeds with the work to the point that substantial
performance has occurred. The contracting officei- may
withdraw the order by use of a unilateral modification, sent
by certified mail, return receipt requested.

b. atlo~

(1) lat+on. After acceptance, the contractor
shall be asked to agree to cancellation of the order without
cost or liability to either party. If the contractor agrees,
the cancellation shall be affected by the use of the SF 30,
issued as a supplemental agreement in accordance with block
4d, and signed by the contractor and the contracting officer.
The modification should state that the purchase order is
hereby canceled at no cost to either party and shall include a
reference to the conversation, if any, in which the contractor
agreed to the cancellation. The SF 30 should be sent to the
contractor by certified mail, return receipt requested.

7-6
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(2) Contra ~~ . If the
contractor does not accept the cancellation or claims that
costs were incurred as a result of beginning performance under
the purchase order, the contracting officer shall process the
termination action as prescribed by F~ Part 49. (However,
this step may not be necessary if simple restocking costs, etc
are the only costs to be bared by the government. ) Before
beginning such action, the case will be referred to the
cognizant legal counsel of the activity. Action shall be
withheld pending advice from the office to which the referral
was made.

(3) If the
contractor has accepted the purchase order in writing by
signing the “Acceptance” block on the face of DD Form 1155, by
signature on SF 30, or other acceptable means, and other than
simple restocking costs, etc are anticipated, a te~ination
shall be processed, in accordance with F~ Part 49.

6.M. ia~e. A file documenting all
actions taken will be maintained for each individual purchase
action regardless of which simplified acquisition method is
used. Files may be maintained in any medium (paper,
electronic, microfilm, etc) as long as the requirements of
this paragraph are met. Paper file documents should be
maintained in the same folder, if practicable. Each purchase
file shall include, at a minimum, the following:

(1) A copy of the purchase request/requisition
document with evidence of available funds, adequate purchase
description, all approvals, and if applicable sole source
justification from the customer;

(2) Documentation that acquisition has been synopsized
when applicable;

(3) A copy of the abstract/worksheet with a complete
record of the solicitation, including contractors contacted,
responses received, evaluations, etc.

(4) Evidence of award, documentation supporting the
basis on which the award was made, and documentation
supporting the price reasonableness determination;

(S) Any other documentation supporting the action
taken (e.g., certification from the comptroller as to the
appropriate use of the fund cited for the material to be
purchased) ;

7-7
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(6) Documentation supporting any administrative
actions taken, including signed copies of all modifications;
and

(7) Copy of the invoice and, when practicable,
evidence of receipt, inspection and acceptance.

7. ~lose~m~~on of off=c~~l
,s

Purch~e Fi& .
Purchase files shall be closed upon determination by the
contracting officer that all required actions have been
completed (i.e., evidence of receipt of property and final
payment) . Although individual documents within the official
file may not need to be retained for the full period, the
complete purchase file may be destroyed three (3) years after
final payment.

8.

a. ~. The DD From 35o, “Individual
Contracting Action Report” shall be completed and reported in
accordance with DoD FAR Supplement 204.600 for acquisitions
that exceed $25,000. DoD F~ Supplement 253.204-70 contains
instructions for completion of Parts A through F of the
DD Form 350. NAVSUPINST 4200.86 (series) contains
instructions for the reverse of the form.

(1) ~. As specified in DF~S 204.607-3 the DD
Form 35o shall be completed in the required format within
three working days after the date on which the dollars were
actually obligated/deobligated by the contracting officer and
submitted prior to the close-out of the reporting month.
“Memo” reports are to be prepared and submitted. in accordance
with the aforementioned guidance. All activities shall ensure
reports are submitted prior to the DD Form 350 year end close-
out processing. Reports not submitted within the fiscal year
in which the action was taken shall be submitted in the
following fiscal year.

b. PD Form 305 7. The DD Form 1057, “Monthly Contracting
Summary of Actions” shall be completed and reported in
accordance with DoD F~ Supplement 204.600. DoD FAR
Supplement 253.204-71 contains instructions on completion of
the DD Form 1057. NAVSUPINST 4200.86 (series) contains
instructions for completion of the reverse of the DD Form
1057.

7-8
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1. CONTRACT 10 COOE

AMENDMENT OF SOLICITATION/MODIFICATION OF CONTRACT .
PAGE OF PAGES

1 1

2. AMENOfAENT~OOIFICAT ION NO. 3. EFFECTIVE DATE 4. REQutSITIQNpURCWASE REQ. NO. S. PR~ECT NO. (11wpttiabk)

Pooool 96 J&i 02 NOO023-5362-3210
6. ISSUED BY
ContractingOfficer

7.ADMINISTERED SY (If other fh- Item 6)
CODE NOO023 CODE t

Naval SUPPIYSystemsCommand
1931Jefferson-DavisHighway
Arlington,VA 22241-5360 I SWLE AD_SU~ -GE===s================X=======

Poc: E. Robinson,Code 21G,(703)607-0712 I
8.NAME AND AODRESS OF CONTRACTOR (No., street, county. State ad ZIP CodeJ 9A. AMENDMENT OF SOLICITATION NO.

~Z Company
4321ZeroStreet

90.DATEO (SEE ITEX 11)

Washington,D.C. 20003-5148 10A.:~OtFICATION OF CONTRACT fOROER
.

x XOO023-96-M-0399

~lOB.O&7E~(SEE IT~ 13)

COOE 12345 I FACILITY COOE 1 1 95 DEC 28
11. THIS ITEM ONLY APPLIES TO AMENDMENTS.OF SOLICITATIONS

— 3 n

(a) ByrnmDlexing ltems8and 15. and returning _ copies of the amendment:(bl BYacknmi@ging receipt of this ~ftdment m ~ch COPYof me offer
sutiiti: or (c) BY @oarate letter or !elq*am whizh includes a reference to me solicitation end amendment num-. FAILURE OF YOUR ACKNOWLEDGE.
MENT TO SE RECEIVEO AT THE PLACE DESIGNATED FOR THE RECEIPT OF OFFERS PRIOR TO THE HOUR AND DATE SPECIFIED MAY RESULT
IN REJECTION OF YOUR OFFER. If by virtue of this a~d~nc YW d~re to cnange an OffW alre~Y Wbmittd. su@ chan9e ~Y * -e ~ ~l~am or
letter. prov~ed -h tel~m or Ie!rer makes reference to me solicitation and this a~mznt, and is recei~ prior:0 the opening hour and dete zified.

12. ACCOUNTING AND APPROPRIATION OAiA (11mau=d)

See Block14
13.THIS ITEM APPLIES ONLY TO MODIFICATIONS OF CONTRACT90RDERS,

IT MODIFIES THE CONTRACT/ORDER NO. AS OESCRIBED IN ITEM 14.
IS CHANGE 0Rf3ER La IssuEo pURSUANT To: (smciti EU*dtY) 7nE cHANGs saT FORm IN IT= 14 ARC MADE IN THE CON.

AA. ~~ACT oROER NO. IN ITEM 10A.

6. THE ABOVE NuMBEREO CONTRACTIORDER IS MOOIFIEO TO REFLECT THE ADMINISTRATIVE CHANGES t-h m d~gea in POYin# O~CG
x approptition dart. etc.) SET FORTH lN ITEM 14. PURSUANT TO THE AUTHORITY OF FAR 43.103(n).

C. THIS SUPPLEMENTAL AGREEMENT IS ENTERED INTO PURSUANT TO AUTHOUIT~ OF:

I
O. OTWE R (Smczfy type of modi~cation and authoriWJ

E. ,MPORTANT: Co”t;amor ❑ is”ot, 0 is required ,osign tiisdocumenta”d returrs copies to the issuing office.

14. oESCR IPTI ON OF AM EN OMENT/M~l F ICATION (Or6atied by UCF section hrdinra. ineltimc Wfieita;ion/cm met *U@eCtmattff where le~tbti.)

The appropriationsymboland subheadportionof theAccountingand Appropriation
for CLIN0001,ACM U in theabove referencedpurchaseorderis herebychanged.

From: 1771804.2910
To: 1761804.2910

Data

ExceOt as DrOVidCd herein, ail terms ●nd Conditions of the d Ocum@nt refertnCUd In t:am 9A or 10A, as nerctofora cnzn9aa. remsins uncnan9e0 and in f ull fOrC*
●nd effect.

15A. NAME AND TITLE OF SIGNER (fiPc OrPrint) 16A. NAME ANO TITLE OF CONTRACTING OFFICER mpc orprintJ

W. P. iWCK
SupervisoryPurchasingAgent

150.CONTRACTOR/OFFEROR Is= OA= %GNEO 16B. UNITE• S

Qzu

16G OATE SIGN=

(Sismtum of prmon authonked to sire) fSiCna@m of Contictinr Officer)
96 JAN 02

NSN 754041 .15>8070
PREvIOUS EO!TION uNUSASLE

30.105
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AMENDMENT OF SOLICITATION/MODIFICATION OF CONTRACT
1. CONTRACT 10 CODE PAGE OF PAG~s

1
I
1

2. AMENOMENT/M.OOI FICATION NO. 3. EFFEcTI VE DATE 4. ~EQUISITl ON/PURCHASE REQ. No. S. PROJECT NO. (If wplieabse]

Pooool 96 JAY 02 NOO023-j362-3211
6. ISSUED EY XOO023 7. AOMIN!STERED EY (It other than Item 6)

PurchaseDepartment CODE . COOE I

Naval SupplySystemsCommand
1931JeffersonDavisHi~~way S~LE ~UTEW ~ODIFICAXION==Z=Z==========.=.==S======-=-
Arlington,VA 22241-5360

Poc: E. Robinson,Code 21G, (703)607-0712
8.NAMEANOAOORESS OF CONTRACTOR (NO.,=~re=C=OUnff, st~~=mdzIpcQ&)

9A.AMEN~MENT oFsoLlclTATloN NO.

TimelyDeliveq Comp8ny
123SpeedyRoad
San Diego,CA 91945-0030

+
10A.~g01FIcA710N0 CONTRACT/OROSR

Offers mus~wknowledge rSCeipt Of Chisamsndmen; prior to the hour and date sg~ifia in :he solicjmrion or u amended. by one of the fo I[owing me;n~~:

(a) BY ccrmDletingItems 8 and 15. and returning _co9iaeof the amendment: (b) By acxn~laoging rem!ptof thisamendment on~chcooyof rhe offer
submi Red; or (c) 8Y seoarate :etr= or tel~ram which includes a reference to :he s~iici ration and amend-en: num&rs. FAI CJ R= OF YCUR ACK)JO~NLE9G.
MENT TO BE RECEIVED AT THE PMCE DESIGNATED FOR THE RECEIPT OF OFFERS PRIOR TO THE HOUR ANO DATE SPECIFIED MAY RESULT
IN REJECTION OF YOUR OFFER. If by Virme of :his ameti~nt vou d~re IO change an offer alre~v ~bmitt~, su~~ Manw may be tie bv telegram or
Ietmr. provtd~ each ~el~am or letter makm reference to me ~fiCi@~ion and ~hiS ame~~n~, and iS @~;v@ prjor lo the opening hour and ~~e sp~ifi~

12. ACCOUNTING AND APPROPRIATION DATA (Ifmqubed)

ACRN: AA 1761804.2910000 68?34O 6609512D 000000O676I82GE1ONet Increase: $10.00
13.THIS ITEM APPLIES ONLY TO MODIFICATIONS OF CONTRACTS;ORDERS,

IT MODIFIES THE CONTRA~/OROER NO. AS DESCRIBED IN ITEM 14.
IS CHANGE OROER IS ISSUED puRsuANT TO: (specifY auskOmsYJ THE CHANGES SET FORTH IN ITEM 14 ARE MAOE IN THE CON- 9

‘. ~iACT OROER NO. tN ITEM 10A.

B. THE ABOVE NUM8ERED CONTRA~/OROER IS MOO IFIEO TO REFLECT THE ADMINISTRATIVE CHANGES (*wh u chonees in pwfnc office
Wpropriation date. etc.) SET FORTH IN ITEM IA, PURSUANT To THE AUTHORITY OF FAR 43.x03(~).

C. THIS SUPPLEMENTAL AGREEMENT IS ENTEREo INTO fURSUANT TO AuTHORITy OF:

!
O. OTHER (Specifi sypeOf modifica~n ad ~U~k~ri~) Thisunilateralmodificationconfirmsand is issued

x pursuantto telconbetweenE. Robinson(NAVSUP)and J. Smiley(Timely)on 96 JAN 02.

E. IMPORTANT: Co”tractor ❑ isnot, ❑ is ~uiti to sign this doc”me”ta”d return copies to the issuing office.
=OESCR1 PTION OF AMEN OMENT/MOOIF ICATION (Oqticd by UCF ~enon haodinw. incltitis miicjtationfcw~cr subject mattm where fewzbk.)

The abovereferencedpurchaseorder is modifiedas follows:

1. PartXo. for Item0001is changedfromWX12 to VZX13.

2. UnitPriceof Item0001in Block22 is changedfrom$2.00to $3.00!
Amountin Block23 for Item0001 is changedfrom$20.00to $30.00.

3. As a resultof theabovechanges,the total amountof theordershownin Block25
is changedfrom$150.00to $160.00.

ExcWtas Provldedherein, alI term$zna conditionsof modo~ment rafercnced Inltam9Aor 10A.asheretofore cnanged, remaln$ unchanged and In fUll force
●nd affect.

ISA. NAME ANOTITLEOF SIGNER mmorptirst) 16A. NAM EANDTITLE OF CONTRACTING OFFICER flypeorpnrrt)
W. P. NA~K
SupervisoryPurchasingAgent

1S6.CONTRACTOR/OFFEROR 15C OATS SIGNEO 16S. UN TEo -

Jb ~=~AMERtCA
16c DATE slGNm

7~ 96 J~ 02
Ontief,nf Offl.-PI o

<
(S&Mtim 0fP8monauthoticd tosiers)

IBY ~
(Signa~ Of Cc —------ -, ----- ,

NSN 754041 .152-a070
PREvIOUS EOITION UNUSABLE

Enclosure (1)
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1. CONTRACT 10 cOoE
AMENDMENT OF SOLICITATION/MODIFICATION OF CONTRACT

PAGE OF PAGES

. 1.
! I L I L

2. AMENOMENT/MODIFICATION NO. 3. EFFECTIVE DATE 4. REQuIsITIoN/PURCHASE RZQ. NO.

Pooool
S.PROJECT NO. (If aDRlkebiC I

96 JAN 02 X~O023-5362-3212
6. ISSUEO ❑Y

CODE NOO023 7. AOMINISTEREO 8Y (If otkr mars rtem 8)

PurchaseDepartment COOE I

NavalSuppl~SysternsCommand I
1931JeffersonDavisHighway
Arlington,VA 22241-5360 I SULE -GE O~ER===============.-s=

Poc: E. Robinson,Code 21G, (703)607-0712
8.NAMEANO AoORSSSOF CONTRACTOR (No.,;peet, coursO. SsotemrSZPCode) (i) 9A.AmENOMENT OFSOLJCITATION No.

=Z Company
4321ZeroStreet
Washington,D.C. 20003-5148

F
10A.#~oIFICATION OFCONTRACT{ORDER

F.=:14. Zee (703) 5jj-1234

CaDE ? 12345 jFAcILITYcOOE A ‘~

ll.THIS ITEM ONLY APPLIES TOAMENDMENTS OFSOLJCITATIONS

Q&ab0ve".mWr~s[i&Utionis.metied,ssetf0rthi"tWml4.meh."r.nd*tesPetifi~f.rr-i9zof0*ersBisextenc~, ❑ is”etex-

Offers musr %cknwlmge r~ipr of rhis anrendrnenr prior to the hour and date soecified in tie solicifarion or as ameded. by one of the following mezhmx

(a) By CompletingIwms8 and 15. and rewrning _ co~ies of the am=menr: (b) BY acknmledging receipt of this amendment on each apy of rhe offer
submilti: or (c) SY mmrate Iet& or telegram which includes a refwence to tie solicitation and amendment numbers. FA I LURE OF YOUR ACKNOWLED-
GMENTTO SE RECEIVED AT THE PLACE DESIGNATE FOR THE RECEIPT OF OFFERS PRIOR TO THE HOUR AND DATE SPECIFIED MAY RESULT
IN h~ECTION OF YOUR OFFER. If by virtue of this amendment YOUdesire to change an offer air-v mbmitti. suti chan~ maybe made by telegram or
Ietmr. provided each telegram or letter makes reference to the sofici~rion and this amendment. and is received prior to the open iq hour and date ~ified.

12. ACCOUNTING ANO APPROPRIATION OATA {If reQutirSJ

13.THIS ITEM APPLIES ONLY TO MODIFICATIONS OF CONTRACTS/ORDERS,
IT MODIFIES THE CONTRACT/ORDER NO. AS DESCRIBED IN ITEM 14.

IS CHANGE OROER IS ISSUEO PURSUANT TO: (Smeify UUSfSOritY)THE CHANGES SET FORTH IN ITEM 14 ARE MADE IN THE CON-
‘. ;;Ac~ oRoER No. ,N ,TEM ~~A.

x F~ 52.243-1,Changes--FixedPrice
6. THE ABOVE NuMEEREO CONTRACTIOROER 1S MOOIFi EO TO REFLEcT THE ADMINISTRATIVE CHANG~ (wh ea ehmge8 * poing offfcc

epDrsrpriation dete, etc.) SET FO RTH IN lTEM 14. PURSUANT TO THE AUTMORITV OF FAR 43.103(b).

C. THIS SUPPLEMENTAL AGREZMENT IS ENTERED INTO PuRSUANT TO AUTHORITY OF:

O. OTHER (Specify type of modification md aUthO?itiJ

E. lMpORTANT: Contractor ❑ is”ot, ❑ isq.ired tosig” tiisdocumenta”d return mpies to the issuingofice.
—“
14. OESC R IPTION OF AMENOMENT/MOO lFICATION (Oworstied by UCFsaetin heodirsaa. irrciudti# solieisetionleon msctsuwect rrsotti where reeaibsa.)

Changethemethodof shipmentfromgroundfreightto“expressair freight.

Changerequireddeliverydatefrom 31 Jan 1996 to 9 Jan 1996.

Except as srovidaa neteln, all terms ●nd conditions of tha documant rcfafersced In Itam 9A or 10A, as frcratoforo ctrangad, ramalns urrchangsdand In full force
●nd affoc;.
15A. NAME ANO TITLE OF SIGNER ~W OFPtint) 16A. NAME ANO TITLE OF CONTRACTING oFFICER ~ge o?sr~c)

W. P. MCK
SupervisoryPurchasingAgent

1SS.CONTRAcTORIOFFEROR 15C OATS SIGN SO 168. UN! EO

ko%kj

TES OF AMERI A
/

16= OATS SIGNSO

(Stitm OfPemo. mtJrorti8d to *m)
BY*”’

(Stiti Of COrr~cting Offlccr) 96 JAN 02

NSN 7S404 l-152.a070 30.105
PREVIOUS EDITION UNUSABLE

flANDARD FORM= (REV. l@83)

7-11 PraxriDed DyGSA
FAR (48CFR) S3.243

Enclosure (1)



I

AMENDMENT OF SOLICITATION/MODfFICAT?ON OF CONTRACT
1-CONTRACT ID Coo= PAGE OF ?AGaS

1
2. AM E8XOME,WT{MQ 01 FICATION NO. 3. EFFEcT, ”E DATE I 2

a.R~~UISi TiONIPURCHASE REQ. No. S. PROJECT NO. (I? aPPlkabkl

Pooool ~ 96 JAN 02 “XOO023-6002-OOOL e
6. ISSUED BY

COOE . NOO023 7. ADMINISTERED 9V (If other tin I&m ~)

PurchaseDepartment COOE~

NavalSupplySystemsCommand I
1931Jefferson”DavisHighway

I SMLE SL7PPL
Arlington,VA 22241-S360

~ A~=========e=====e=============

Poc: E. Robinson.Code21G, (703)607-0712
n.NAME ANO AOORES5 Oi CONTRACTOR (NG., swec, mun~. State and ZIP Coae) I (i) lgA. ‘“=~~MENT OF SOLICITATION NO.-

.WZCompany
4321 Ze=o Street

Xorfolk,VA 20003-1234 +
10A. ~~OIFICATIQN OF CONTRACT/OROH

Offefs must ~Kn~(eo~ face!ot of thts amendmenr prtor to me hour ano cats soecifi~ in me solicia;ton or asamencw. w one of :ne fallowing mem~x

[al Sy mmoleting Imms 8 ~ T5. ano remming _cooies Of me amenament: (b) 3V eckn~teogmg remior OF mis dmenamenr on am ~e~ of me ~ffer
SUCmlRSC: Or !C) 3Y Secafate :errer Or !e!egram wni~? ind@& a refefencs :0 >te sGIi@~~ sn and amenament num~fs. =A IL!J ~~ OF yc~ R ACKN~/$L~~~.
MENT TO 8E REC5iVE9 AT THE ?LACE DESIGNATSO FOR THE SECEIPT OF 0FF=3S PRIOR 70 THE HOUR ANO OATE SPECIFIED MAY RESULT
IN R~ECTION OF YOUR OFFER. If bv virwe of :his amenamen c vou aeatre :0 chanse an offer atreaav nsbmirm. sum mange mav be me ~ tel~am or
fewr, provi~~ eaca :el~m Or le:~r makes ~fefen~ ~ m@ ~[iCi~~ion a“~ rnis am.e~=~en~, ~~ is m~,~ ~rior ~ me o~eni~ nour and ~fe s~l fi~.

12. ACCOUNTING ANO AP@ROPRIAilON OATA (Kf mqu!mdJ

ACRN: M Net Increase:S114.00
13. THIS fTE:U APPLIES ONLY TO MODIFICATIONS OF CONTRA~S;ORDERS,

IT MOO IF{E3 THE CONTRACT/OROER NO. AS OESCRIBED IN ITEM 14.

4

a
IS cHANGE ORDER Is ISSUED puRsuANT To: (specz* ~uman~y, THE CMANG~ sET FORTH IN ITEM ~q ARE MAOE ,N THE CoN.~) A- ;:AcT OR~ER NO. IN ITEM IOA.

SS.THE AaOVE NUMBERED CONTRACT/OROER IS MOOIFi EO TO REFLEc? THE ADMINISTRATIVE CHANGES (~ = =h~~e, ~ ~wins OffJce
anpw~.on date. etc. ) SET FORTH IN ITEM 14, PuRsuANT To mE AuTHo RITY oF FAR 43. L03(B).

C TtiI< <lIPPLEM~NtA’ AGREEM~N~ ~s ~NTE3ED INTO puRsuAN~ TO AuTHoR#~y OF:

x 10 U. S.C. 2304(q)
— O. OThE2 (Speedy WDCof modific=;;an ~d aushonm)

E. lM~ORTANT: Contra=or ~ isnot. ~ isquid tosig” this docurne”tand rawrn Z copies to me issuing ofice.

I& OSSCRl PTION OP AM ENOMENTIMOO IF IcAT ION (Orearsued by ucFaeeoon hetiines. ie&udtis solie:kaontemmt su&ect mm wnem fe~b&.J

Due to theneed to incr-easethenumberof lightingfixtures,thepurchaseorderreferenced
in Block10Aaboveis modifiedas follovs:

ChangetheQuantityin BIOCIC20 forItem0001from10 eachto15 each.

The UnitPriceremainsthe same;but changetheAmountin Block23 for Itern0001
from$228.00to $342.00.

Due to theabovechanges,thetotalamountof theordershornin Block2S is changed
from$1,500.00to $1,614.00.

~#~~O;&~ Omvldad hareln, all t*rms and condltl~nsof mc ao~m.n~ raf*r.n~d In Itam gA or IOA, a, na”~ofo,. ~nang.d, ~malns un~ang~ ana In f “l! fo~.

lSA. NAME ANO TITLE OF SiGNER ~Pc or~ntJ 16A. NAME ANO TIT= OF CONTRACTING OFFICER ~pe orprant)

A. B. ZEE v. P. WCK
Director Purchase Dept

15s. CONTRA&OR/OFFEROR 15C DATE SJGNEO16a. UNITED STA= OF AMERICA

4. &.&f -
4

16G OATE SIGNEO

1
(SUaow of pemon ushomesa to ●im) L ay~” Q fi~~Gaanam of Cosssrocw Ottim) 96 J~ 02 e

NSN 7S4- 1-1S2.8070
PREv1OUS EOITION UNUSA8LE

3+10s =~9AR0 FORM ~ (R=. 1W3)
Prex?imd by GSA

Enclosure (1] 7-12
FAR (46 cFR) 53.243
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e POOOO1 of NOO023-96-M-0111
Page 2 of 2

SMLE O~Y

The following checked (~) clauses are hereby incorporated in the
above referenced Purchase Order by this Supplemental Agreement:

❑ FAR 52.243-1

52.243-1 C~GES -- FIXED PRICE (AUG 1987)
[Applies to order for Supplies]

CWGES -- FIXED PRICE ALTE~ATE Z
(APR 1984)
[Applies to Services with no supplies]

a

52.243-1

52.249-1

C~GES -- FIXED PRICE ALTERNATE II
(WR 1984)
[Applies to Services with supplies]

252.243-7001 PRICING OF CONTWCT MODIFICATIONS
(DEC 1991) [Applies to all]

TERMINATION FOR CO~NIENCE OF THE
GO~RNMENT (FIXED PRICE) (SHORT FORM)
(APR 1984)
[Applies to order for Supplies.or
Services with Supplies]

TEWINATION FOR CO~NIENCE OF THE
GO~-NT (SERVICES) (SHORT FORM)

(WR 1984)
[Applies to Services with no supplies]

DEFAULT (FIXED-PRICE SUPPLY AND SERVICE

(-R 1984) [Applies to all]

52.249-4

52.249-8



AMENDMENT OF SOLICITATION/MODIFICATION OF ‘CONTRACT
1.CONTRACT 10 COOE PAG~ OF PAGEs

I 1

2. AMENOMENT/MOOIFt CATION NO. ‘3. EFFECTIVE DATE 4. REQUISITION/PURCHASE REQ. NO. S. PROJECT NO. (!I applicubk)

JSO1-01 96 w 01 NOO023-6075-0123
6. ISSUED BY

CODE XOO023 7. AOMINISTEREO BY [If other than Item 6)

PurchaseDepartment CCOE~

NavalSupplySystemsCommand
1931JeffersonDavisXighway SULE ~LATERAL MODIFICATION
Arlington,VA 22241-5360 TO DELI-Y ORDERUNDERIDTC/IDTPO
Poc: E. Robinson,Code2LG,(703)607-0712

8.NAMEANOAOORESS OF CONTRACTOR ,.Vo.. stmf.counry.Slateand ZIPCodeJ
‘A-AMENOMENT OFSOLICITATION NO.

ABC Corporatio~
123 ZeroStreet
Philadelphia,PA 20056-1234 I 90. DATEo (SEE lTE.w Ii)

I
10A.~~OIFICATION OFCONTRACT/0ROE21.

offeN mUSI acknowiadge receior of this amencfmenr orior :a :ne hour aca dare Smcified in fhe sOlicimrio” Or aSa~tied, by one of rhe foliOwjng me~h~~

(a) Bycomoleting lfams8and 15. andrerumlng _COPieS Of :he amenameflr: (b/ BV acknwl@ging rscsiplof ml~am~dmen~on~ti~~of ~=offer
submiti: or (cl BY separate letter or :eiq:sm .NhIG? :nc:uaesa reference to me solicits tfon and ametimnt num~rs. FAILU HE OF YOUR ACKNOWLEDG-
MENTTO BE RECEIVEO AT THE PLACE OESIGNATEO FOR THE RECEIPT OF OFFERS PRIOR TO THE HOUR ANO OATESPECIFIED MAY RESULT
IN REJECTION OF YOUR OFFER, If by vir:ue of this amendmenr vou desire 10 cfsan~ an offer al ray wbmi~. sum chan~ nfsfv be made by telegram or
ieti, provid~ each @!egmm or Iet:er ~kes reference to ;he solicitation end this amendmenr. and is received ~rior 10 We omni~ hour and date ~ified

12. ACCOUNTING ANO APPROPRIATION OA7A (// maumd)

ACRN: AA Net Increase:$1,150.00
13. THIS lTE.MAPPLISSONLY TO MODIFICATIONS OF CONTRA~S/ORDERS,

IT MODIFiES THE CONTRACT/ORDER NO. AS DESCRIBED IN ITEM 14.
IS CHANGE ORDER 1s ISSUEO PURSUANT TO: (Speci~ autiomty)THE CHANGES SET FORTH IN IT- 14 ARE MADE IN THE CON-

‘. :~ACT ORQER NO. IN ITEM 10A.

B. THE AEOVE NUMBERED CONTRACTIoRoER IS MOOIFIEO TO REFLECT TuE ADMINISTRATIVE CHANGES (sub M ehm;es in Vwinr officq
aPPrOVMtiOn date. etc.J SET FORTH IN ITEM 14. PuRSUANT TO THE AUTHORITY OF FAR 43.103(8).

C. THIS SUPPLEMENTAL AGREEMENT IS ENTEREO INTO PuRSUANT TO AuTHORITY OF:

,
0. OTHER (S~cify typa of modification md authorzty)

x UnilateralModificationissuedpursuantto FAR 52.212-10

E.lMpORTANT:CO”W~C*O~❑ isnot. ❑ isreq”irad to sign this d~ument and return copies to the issuingoffice.
14. OSSCRI PTION OF AM EN OMEN TjMBo IF ICATION (~-=nked by ucp Mcfion he&ing$, ,n=~&inS aeii=:tat:en,=en~=t su~e=t ~=ttm ~he~ fa~sb&.)

AS authorizedby the“Deliveryof ExcessQuantities”clause in the abovereferencedpurchase
order,thismodificationherebychangesthepa~ent authorizedfor thequantitiesdelivered
by thecontractorin excess of $250on ITEI.!No. 0001. The Net Increaseshownin Block12
was calculatedas follows:

ITEI10001QuantityReceived24 boxesat $100per box = $2400.00
- ITR.~0001QuantityOrdered 10 boxesat $100per box = $1000.00

GROSSDIFFERENCE= -
lIINUSCLAUSEALLOWANCE= $ 250.00\
NETALLOWABLEINCREASE= -

ChangeBlock@S TOTALFrom: $4,200.00To: $5,3S0.00
ExcaOtas DrOvlaea herain, allterms andcOnditiOnsef tneaocument referenced inltemgAOr 10A, afn.rstOfor. cnang.d, ramain$ unman$aa and Jnfullf0rcc
●nd effect.

15A. NAMGANCS TITLE OF SIGNER ~peo,pnnt) 16A. NAME ANo TITLE oFcoNTRA~iNG o? FiCSR Kypeorsstint)

W. P. IUCK
SupervisorykrchasingAgent
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a

C~PTER 8

PA~ENTS

1. -. This chapter provides payment procedures
apply to all DoN shore purchasing activities.

that

2. ~. The government has an obligation to ensure
contractors are paid in a timely fashion for the supplies and
services they provide to DoN activities. Buyers and
contracting officers must include invoicing instructions for
the contractor and specify the government’s payment procedures
when preparing and issuing orders using simplified acquisition
procedures. This chapter prescribes payment procedures to be
used when issuing FACNET orders, blanket purchase agreements,
purchase orders, delivery orders, or when pa~ent by the
Governmentwide Commercial Purchase Card is authorized in
conjunction with one of these methods.

3. ~. F~32.g, DFARS 232.9 and NAPS 5232.9
prescribe policies, procedures and clauses for implementing
the Office of Management and Budget (0~) Circular A-125,
“Prompt Payment-” These references require DoN activities to
pay for supplies or services accepted by. the government within
the specified time limits after receipt of a proper invoice in
order to avoid paying the contractor automatic interest
penalties for late payments. FAC~T orders, Blanket Purchase
Agreements and Purchase Orders must include FAR clause 52.232-
25, Prompt Payment, unless pa~ent by the Governmentwide
Commercial Purchase Card is authorized.

a. ProD er Invoice. The clause requires the contractor to
submit a proper invoice to the billing office stipulated by
the contracting officer. If the invoice does not comply with
the following requirements, the contractor must be notified of
the defect(s) on the invoice within 7 calendar days (3 days
for meat, meat food products, or fish; and 5 days for
perishable agricultural commodities, dairy products, edible
fats or oils and food products prepared from edible fats or
oils) after receipt of the invoice at the designated billing
office. These requirements are:

(1)

(2)

(3)
or contract

Name and address of contractor;

Invoice date;

Purchase order number, BPA and BPA call numbers,
and delivery order numbers;

8-1
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(4) contract line item number, item description,
quantity, unit of measure, unit price and extended price of
supplies delivered or services performed;

(5) Prompt payment discount terms, shipment number
and date of shipment (bill of lading number and weight of
shipment will be shown for shipments on Government bills of
lading) ;

(6) Name and address to which
(which must be the same as that on the

a proper notice of assignment) ;

(7) Name (where practicable) ,

payment is to be sent
ordering document or on

title, Phone number,
and mailing address of person to be notified ii event of a
defective invoice; and

(8) Any other information or documentation required
by the terms and conditions stated in the order (such as
evidence of shipment) .

b. ~. The payment due date for most
supplies and services is the 30th calendar day after the later
of either the receipt date of a proper invoice by the
designated payment office or the government acceptance date of
supplies delivered or services performed. Special attention
should be given to the payment due dates of no later than:

(1) ~ calendar days after product delivery of
fresh or frozen meat, poultry, fish, or eggs; or their
perishable

(2)
perishable

(3)
or receipt
F~ clause

food products.

~ calendar days after product delivery of
agricultural commodities or dairy products.

calendar days after the date of shipment
listed on the invoice if the order also contains
52.213-1, Fast Payment Procedure (see the paraqranh

entitled “Fast Payment Procedure” below) .
-.

c. terest Petities. An interest penalty shall be paid
automatically by the designated payment office if payment is
not made by the above due dates if a proper invoice was
received by the billing office; a receiving report authorizing
payment was processed; and there was no disagreement over
quantity, quality, or contractor compliance with any contract
term or condition.

8-2
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d. FM clause 52.232-
25 shall be incorporated by reference in the order. Since the
full text is not in the order, the purchasing office should
have a procedure in place for ensuring receiving, inspecting,
accepting and billing office personnel are aware of the time
frames involved in the prompt payment process. In addition,
purchasing personnel must provide the contractor clear
instruction on how and where to submit his/her invoice.

4. ~ment Procedure . The fast payment procedure (Fast
Pay) is designed to allow payment to a contractor prior to
receipt and acceptance of supplies by government
representatives at the destination.

a. Sondit ions for Use . This payment procedure may only
be used if all the following conditions are present:

(1) Individual orders, including delivery orders
issued against FSS and indefinite delivery type contracts or
purchase orders, are firm-fixed priced supply orders which do
not exceed $25,000;

(2) The destination (i.e., final consignee) is an
afloat unit or U.S. Government agency facility/office located
outside the continental United States (e.g., Alaska, Hawaii,
other overseas locations) ;

(3) Since payment based on evidence of acceptance at
these destinations can be unduly delayed, Government ownership
will occur (and payment shall be due within 15 calendar days
after receipt of a proper invoice) upon representation by the
contractor that delivery has been made to:

(a) A post office for mailing or common carrier
for shipment to the destination; or

(b) A Government representative at the point of
first receipt/consignment, if the shipment to the final
consignee is by a means other than the U.S. Postal Service or
common carrier;

(4) The contractor agrees to replace, repair, or
correct supplies not received at the final destination,
damaged in transit, or not meeting purchase requirements if
notified of discrepancies by the contracting officer within
180 calendar days from the date of shipment or receipt at the
first point of consignment; and

8-3
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(5) A system is in place to ensure records are
maintained on contractor’s performance under fast payment
acquisitions and timely feedback by requiring activities to
the contracting officer in the case of contractor
deficiencies.

b. Preparation of Fast Pav Order=. Except when orders
are processed via FA~ET, all types of orders incorporating
fast payment procedures shall be prepared and issued on a DD
Form 1155, Order for Supplies or Services. The DD Form 1155
shall be prepared in accordance with DF~S 253.213-70 and the
following:

(1) Block 1 shall include purchase Order, Indefinite
Delivery Type Purchase Order, Contract or Blanket Purchase
Agreement number;

(2) Block 2 shall be left blank unless the DD Form
1155 is a delivery order or confirms a BPA call; then the
delivery order or call number shall be included;

(3) Block 7 shall indicate that administration is
retained by the purchasing office;

(4) Block 8 shall be checked “F.o.b. Other.” The .
contractor must agree to prepay transportation or postage
expenses to the final destination or the point of first
receipt by the Government, whichever is applicable. If unit
prices do not include these transportation charges, the order
shall be labeled as required under F.o.b. Origin, Freight
Prepaid terms;

(5) Block 10 shall include the date by which the
shipment must be delivered to the post office, common carrier
or the point of first receipt by the Government;

(6) Block 13 shall notify contractor to mail invoice
to payment office indicated in Block 15;

(7) Block 14 shall include the destination address
unless the contractor is to deliver to a location stipulated
as the point of first receipt by the Government. In this
case, Block 14 shall state ‘\See Schedule;’r and the schedule
shall include the name and address of the first point of
consignment as the “ship to” location and the name and address
of the final consignee as the “mark for” destination;

(8) Block 15 shall include the complete mailing
address and phone number of the payment office;

Enclosure (1)
8-4



NAVSUPINST 4200.85C

(9) Block 17 shall include the words \~FAST pAyII in
bold letters;

(10) FAR clause 52.213-1, Fast Payment Procedures and
FAR Clause 52.232-25, Prompt Payment, shall be incorporated by
reference in each purchase order. (In the case of delivery
orders or BPA’s, the clause must have been incorporated in the
basic contract or agreement.)

(11) The final consignee’s copy of the ordering
document shall contain, or have attached to it, instructions
and deadlines for notifying the purchasing office (listed in
Block 6 on the DD Form 1155) if supplies are not received,
damaged in transit, or not conforming to specifications in the
order.

c. Recej pt and Accept~. The purchasing activity will
establish a system to ensure regular follow-up with final
consignees to ensure the receipt and conformance information
is obtained within required time constraints. The final
consignee shall be required to provide the purchasing office
with a “Report of Receipt, Nonreceipt, or Nonconformance” card,
or other document which includes similar information. The
report is due within 10 days after receipt stating the
material conforms or does not conform to requirements of the
order. The final consignee is also required to notify the
contracting officer of non-receipt of material within 30 days
of receipt date noted in order. A sample card is included at
the end of this chapter. This card is not required for
receipt acknowledgment when the purchase request is in the
MILSTRIP system or if the purchasing activity has established
alternate procedures to ascertain receipt of supplies
purchased under Fast Pay.

use of the Go ern mentwide commercial
~.

Purchase Card (GCPC)
The GCPC may be used as a payment method

when authorized by the contracting officer. The following
payment procedures supplement the procedures for use of the
Governmentwide Commercial Purchase card Program discussed in
chapter 6A.

co d~ tIons
.,

The contracting officer may authorize
paym~~t fo~ awards.issued via FACNET, BPAs, Purchase Orders,
or Delivery orders against IDTCS or IDTPOS, if authorized in ‘
the order, contract or agreement and subject to the following
conditions :

8-5
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(1) Payment by GCPC may only be made by contracting
officers utilizing his/her own purchase card supporting a
single line of accounting. This procedure is not appropriate
for activities supporting multiple customers or
appropriations .

(2) Payments may not be made for more than $100,000
($50,000 with no FACNET certification) against firm fixed
price orders issued using simplified acquisition procedures
(i.e., purchase orders, BPA calls, or IDTPO’S) . Due to the
special invoicing, review and certification required, payment
by GCPC is not authorized with unpriced purchase orders.

(3) Payments may not exceed $100,000 for firm fixed
price orders against FSS contracts, indefinite delivery type
contracts, or with government sources of supply (e.g., Federal
Prison Industries) .

(4) Delegation of Authority letters/warrants for
contracting officers/cardholders authorized to make payments
shall reflect the authorized use of this procedure and the
appropriate dollar limitations.

(4) Single purchase limits and billing cycle purchase
limits should be established to reflect this method.

b. co ntract~na Officer Res~o nsibilitie~

(1) The purchase order, basic contract, or agreement
must contain authorization for payment by GCPC.

(2) The contracting officer placing t~e purchase
order, delivery order, or BPA call must verbally provide the
contractor his/her card number.

(3) The contracting officer shall notify the
contractor to:

(a) Process charges for the order as a VISA charge
rather than billing against the applicable order number; and

(b) Ensure that shipping documents contain the
applicable purchase order. number, contract and delivery order
number, or BPA and call number.

(4) The purchase card account number shall not be
included on any shipping document, etc provided by the
contractor or maintained by the contracting officer.

8-6
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c. Document Pre~aration

(1) If the order to be paid by GCPC is issued on a DD
Form 1155, Blocks 13 and 15 should be marked “See Block 19” or
“See Schedule”, and Block 19 shall include a statement that
payment is to be made via the Governmentwide Commercial
Purchase Card.

(2) Orders issued via FACNET or purchase order which
authorize pa~ent by GCPC shall not contain any of the

.
following clauses:

(a)
(b)
(c)
(d)

(e)
(f)
(g)

(h)
(i)
(j)

F~ 52.213-1
F~ 52.213-2
F~ 52.232-1
F= 52.232-3

F~ 52.232-8
F~ 52.232-18
F~ 52.232-19

F~ 52.232-23
F~ 52.232-25
F~ 52.232-28

Fast Payment Procedures
Invoices
Payments
Payments under Personal
Services Contracts
Discounts for Prompt Payment
Availability of Funds
Availability of Funds for the
Next Fiscal Year
Assignment of Claims
Prompt Payment
Electronic Funds Transfer
Payment Methods

d. Pocume nt Distribu tion. Distribution of the DD Form
1155 shall be in accordance with normal distribution
procedures, except that initial distribution shall not include
a copy to the paying office.

.
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REPORT OF RECEIPT, NONRECEIPT OR NONCONFORWCE CARD

~pORT OF RECEiPT, NO~CEIPT, OR NONCONFOWCE

~NSnUCTION FOR USE

IMPORTANT: Complete and return this card to: Naval SUDDIV Cente= Code 20
(1) Within 10 days after receipt of material, o=
(2) 1: material not =eceived within 30 days after delivery date

specified in the order, or
(3) 76 nOncOnfO~inC ma=erial was ~ece+ved

The supplies lis=ed in
~ceived on

the above purchase orde= we=e (check one):
and confo~ed to the re~iremen=s of the

Date
UNot received ‘-
~ Received bu= re?ec=ed - SF 364 Repop+ of Discrenancv at=ached
Receiving Ac=ivity Date

ignature official autho=izcd to accept supplies Title Phone

*

NA~ DEPM~ POSTAGE AND FE5S PAZD
NAW DEPAR~

OFFICIAL BUSINESS DOD-316

Co~anding Officer
Naval Supply Center
Cityt State, Zip code
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a S~PLE ,
NA~ SHORE ACTIVITY

INTERNAL OPERATING PROCEDURES
FOR USE OF THE

GOVE_N~IDE CO_RCI~ PURCHASE CARD PROG~

GENEW

The General Services Administration, Federal Supply Service
(FSS) awarded a contract for Governmentwide Commercial Credit
Card Services to Rocky Mountain BankCard System,

Inc. (~BCS) .The contract provides, at the request of Federal ordering
agencies,. Governmentwide commercial purchase cards and

, associated services for civilian and military Government
employees to make purchases for official Government use.
These internal operating procedures provide guidance on the
appropriate use of the program by [insert agency nae here]
personnel.

The policy of the [insert agency name here] is to use the
Governmentwide Commercial Purchase Card for purchases not
exceeding [insert dollar amount here] (amount cannot exceed
the delegated contracting authority) . The [insert APC/office

o
name here] shall manage the Governmentwide Commercial Purchase
Card Program—
transactions
series, this
regulations.

—
in all operating units to ensure that all
comply the GSA contract guide, NAVSUPINST 4200.85
instruction, and any other applicable internal

USE OF THE I.M.P.A.C.

(This paragraph should be tailored to the activities
circumstances. ) The I.M.P.A.C. may be used to purchase
supplies, and services when authorized, in accordance with
Part 13 of the FM, DFARS, NAPS, GSA Contract Guide,
NAVSUPINST 4200.85 series, HCA instructions, and local
operating procedures. The card may also be used to order
directly from Government required sources (i.e., GSA stock,
FPI , etc) . Without exception, the I.M.P.A.C. may only be
used for authorized U.S. Government purchases.

CURRENT PURCHASE C- CONTWCTOR

I.M.P.A.C. An acronym that stands for “International Merchant
Purchase Authorization Card. “ These initials
on forms and cards provided by Rocky Mountain

will also appear
BankCard System,

Attachment (A) to
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Inc. (RMBCS). RMBCS is the contractor who will maintain all
International Merchant Purchase Authorization Card
(1.M.P.A.C.) accounts, issue cards to cardholders, send
monthly statements to cardholders and Approving Officials and
provide various reports to Agency Program Coordinators.

SETTING UP THE I.M.P.A.C. ACCOUNT

RMBCS will provide the Agency Program Coordinator (APC) with
all the necessary cardholder and Approving Official Account
Set-Up forms. The APC shall distribute the forms to [insert
appropriate office for completion. That office will
return the completed forms to the APC for processing.
[Electronic account set-up is available under the contract and
agencies should develop a procedure for this process] . The
APC shall submit the completed forms to RMBCS for processing.
The card will be mailed to the cardholder within 5 working
days after the application is received by RMBCS [2 working
days if sent electronically] . Upon receipt of the card, the
cardholder must call a 1-800 telephone number at RMBCS to
activate the card. The cardholder must know his/her single
purchase limit and monthly limit to activate the card.

AGENCY/ORGANIZATIONAL PROGW COORDINATOR

The agency/organizational program coordinator serves as the
liaison between [insert agency n-e], RMBCS, and the GSA
Contracting Officer. He/she oversees the I.M.P.A.C. program
and establishes guidelines. Changes to dollar limitations or
authorized merchant codes must be submitted to RMBCS by the
APC . This person also serves as the focal point for
coordination of the applications, issuance and destruction of
cards, establishment of reports, and administrative training.

The Agency Program Coordinator contact is:

[Insert rime, telephone n~er, address and office S*O1
of individual (s).]

DESIGNATED BILLING OFFICE CONTACT

The appropriate [insert agency name] Designated Billing Office
will receive the official invoice from RMBCS and will be
responsible for payment of the official invoice.

The Designated Billing Office contact is:

[Insert rime, telephone nher, address, and office s~ol
of individual (s).]

Attachment (A) to 2
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APPROVING OFFICIAL

Official is responsible for reviewinq theThe Approving
cardholder’s monthly statement of account to ensur~ purchases
are made in accordance with the FAR and agency regulations.
The Approving Official may also serve as liaison with the
contacts identified below. The Approving Official shall
enforce the provisions of these internal procedures and
initiate administrative and disciplinary procedures for misuse
of the card in accordance with these procedures. The
approving official will normally be the cardholder’s immediate
supervisor.

CARDHOLDER

The cardholder is the individual to whom a card is issued.
The card bears this individual’s name and shall only be used
by this individual to pay for authorized U.S. Government
purchases. Prior to making purchases, the cardholder must
receive a delegation of authority from {Insert name/position
of person authorized to delegate authority. This delegation
will specify the single purchase limit, the billing cycle
purchase limit and the transaction types authorized (Over-the-
counter and/or by telephone) .

TRAINING

Prior to issuance of a purchase card, all prospective
Cardholders and cognizant Approving Officials must receive
orientation on local operating procedures. The APC or [insert
agency office or individual] shall provide information and
basic instructions on how to use this card to cardholders and
Approving Officials in accordance with agency policy.
Refresher training is rewired at least every three years for
Cardholders and others involved,in the process to ensure
compliance and understanding of contracting authority and
local operating procedures.

3 Attachment (A) to
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DISPUTES OFFICE CONTACT

This individual shall coordinate, process and monitor all
disputed purchases, credits or billing errors.

The Dispute Office contact is:

[Insert name, telephone ntier, address, and office S@Ol

of individual ‘ -
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In addition, the APC, prospective Cardholders, and Approving
oOfficials must successfully complete at least one of the

following: .

{1) NAVSUP Commercial Purchase Card Course of Micro-
Purchasers;

(2) A cognizant H~ approved purchase card course that
contains the minimum requirements/curricula covered in the
NAVSUP Commercial Purchase Card Course for Micro-Purchasers;
or

(3) NAVSUP Simplified Acquisition Procedures Course.

All personnel involved in the program will also receive
.

, Procurement ethics training, as appropriate.

DOLL= LIMITS ASSOCIATED WITH THE Cm

Use of the purchase card by cardholders at [insert activity
namel is subject to a single purchase limit, a monthly
cardholder limit, and a monthly office limit. The purpose of
these dollar limits is as follows:

T,7~~
,,

e The single purchase limit is a
limitation on the pro~urement authority delegated to the
cardholder by the ~. This dollar limit cannot be exceeded e
unless a revised delegation of authority is issued by the ~
raising the limit. Single purchase limits may be assigned to
cardholders in $5o increments.

Llmlt
!,

. The billing cycle cardholder
limit is a budgetary limit assigned to, each cardholder. The
total dollar value of purchases when using the card for any
billing cycle shall not exceed the billing cycle purchase
limit set for the cardholder. For individuals outside the
procurement office (GS-1105/1102) the billing cycle purchase
limit may be assigned in increments of $100 up to $100,000.
(However, non-procurement officials are always restricted to
$20,000 in any 12-month period).

~ Cvc 1e Office LimiQ. The monthly office limit is a
budgetary limit established by the [insert individual/office]
for each Approving Official. The limit established by the
[insert individual/office] shall not exceed the sum of the
Approving Official’s cardholders’ monthly purchase limits and
should reflect spending history as well as budgetary trends.
Monthly office limits may be assigned in $100 increments up to
$999,900.

Attachment (A) to
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VE~OR AUTHORIZATION

When issuing this card to an employee, authorization codes
shall be established by the APC and shall be incorporated in
the card. Under normal circumstances, merchants are required
to obtain authorization from RMBCS for purchases over $50.00.
However, many merchants now use electronic authorization
methods allowing them to obtain authorization for all
purchases, regardless of amount. When authorization is sought
for a purchase by the merchant, RMBCS’ authorization system
will check each individual cardholder’s Single Purchase Limit,
the Billing Cycle Purchase Limit, the Approving Official’s
Billing Cycle Office Limit, transaction method, and the type
of merchant where the cardholder is making a purchase before
authorization for that transaction will be granted.

C- SECURITY

The unique I.M.P.A.C. Visa card that the cardholder receives
has his/her name embossed on it and may be used only by that
person. The card was specially designed showing the great
seal of the U.S. and the words “United States of America”
imprinted on it to avoid being mistaken for a personal credit
card.

It is the cardholder’s responsibility to safeguard the
purchase card and account number at all times. The cardholder
must not allow anyone to use his/her card or account number.
A violation of this trust shall require that the card be
withdrawn from the- cardholder with the possibility of
subsequent disciplinary a’ction.

ST--S OF CO~UCT

Employees of [insert agency name here] hold a public trust;
their conduct must meet the highest ethical standards. Al 1
agency employees shall use this card only to purchase supplies
within the guidance of this program. Cardholders and
approving officials acknowledge that making false statements
on purchase card records may provide support for removing the
employee from Federal service. The Government may punish
wrong doers by fine, imprisonment, or both, as stated in
Section 1001, Title 18 United States Code. Unauthorized use
shall have the meaning as set forth in footnote 22, Section
226.12, Title 12 Code of Federal Regulations.

“Unauthorized use” means the use of a purchase card by any
person other than the cardholder whose name appears on the

5 Attachment (A) to
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purchase card. .\’Unauthorized use” also means use of a
purchase card by a contracting officer who exceeds his/her
delegation of authority.

PROCUR~ I~EGRITY

Contracting officers whose delegation of authority does not
exceed $2,500 and who are authorized to conduct acquisitions
totaling more than $20,000 in any 12-month period are
procurement officials, as defined under Section 27 of the
Office of Federal Procurement Policy Act, as amended, and must
receive procurement ethics training and execute the
procurement integrity certification required by FAR 3.104-12.
As Procurement Officials, the cardholders and approving
officials are subject to administrative actions or remedies as
well as civil and criminal penalties for violations of the
Procurement Integrity Act.

[insert agency name] shall not be liable for any unauthorized
use of the I.M.P.A.C.

A cardholder who makes unauthorized purchases or carelessly
uses the card may be liable to [insert agency n-e] for the
total dollar amount of unauthorized purchases made in
connection with the misuse or negligence. Also, the
cardholder may be subject to disciplinary action for
unauthorized or careless use in accordance with the [cite
agency directive].

~Insert agency name] shall be liable for use of the
I.M.P.A.C. by authorized users (cardholders) .

RESTRICTIONS ON THE USE OF THE PURC~SE CARD

The card may not be used for the following:

Cash advances (not permitted under any circumstances)

Rental or lease of land or buildings

Telecommunications (telephone) services

(Activity sha~l list those items that are specific to their
activity in addition to the items listed in the current
version of NAVSUPINST 4200.85)

Attachment (A) to
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MZCRO-PURC=SE PROCEDURES ~~ USING ~E W

1. Prior to soliciting a quotation, the Cardholder must have

an adequately prepared and properly approved purchase request
for commercially available supplies that has been screened for
the use of required sources of supplies.

2. The purchase card shall only be used to purchase supplies
if requirements cannot be satisfied through rewired sources
listed in FAR part 8 (i.e., NIB/NISH and FpI) . Supplies,

furniture, and equipment available from GSA/D~ stock programs
must be ordered through the system unless the items meet the
test of quality, timeliness, and cost specified in DFARS
208.7003-1. finsert n-e/office here] is responsible for
screening for required government sources.

3. The Cardholder
comptroller (or by
in local operating

4. The Cardholder

must have sufficient funds committed by the
the funds administrator/manager authorized
procedures) to pay for the purchase.

will solicit a quotation and document the
merchant’s quote on the requisition or worksheet.

5. If the merchant’s price is fair and reasonable, the
Cardholder may proceed to purchase the supplies. This may be

accomplished:

a. gver-the-Count~r when the cardholder goes to the

merchant’s place of business to make the purchase and the

supplies are immediately available; or

b. Ovey-the-Pho= where orders are placed by phone and

the contractor delivers the supplies to the activity or
government pick-up is authorized. The Cardholder must confirm

as part of the award process that the merchant agrees:

(1) Not to charge the purchase card account until all
items are shipped.

(2) Not to back order items or deliver partial
quantities.

(3) To deliver, or have available for pick-up, all

item(s) no later than 30 days from the date of the order.

(4) To include the following information on the
shipping document or packing list:

(a) Merchants name and address;

7 Attachment (A) to
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(b) Annotation to forward document to the
Cardholder by name and code (but no account number should
appear on shipping document) ;

(c) Date of order;

(d) Requisition number/job order number;

(e) Date of delivery or shipment; and

(f) Itemized list of supplies furnished,
quantity.

6. Whether the purchase is made Over-the-Counter or
phone, the following applies:

including

over-the-

a. The cardholder shall not buy supplies when he/she is
the requisitioner; unless the goods are delivered, inspected
and accepted by other activity personnel or the purchase is
specifically approved by the Approving Official.

b. Merchant’s should be reminded not to charge sales tax,
unless the location of the merchant’s business is in a state
that does not afford the Federal Government a tax exempt
status under its state and local laws (e.g., Arizona, Hawaii) .

c. Certify that the quantity and quality of the items
furnished are in accordance with the agreement (verbal or
written) with the vendor.

d. Ensure that the fee paid by merchants is not added to
the price of items purchased by cardholders.

7. A log shall be used to document or record telephone
purchase card transactions. The documentation should be held
until the monthly billing statement is received and then
attached to the statement when it is submitted to the
approving official.

DOC~ENTATION, RECONCILIATION, ~ PA~ENT PROCED~ES

Any time a transaction is made using the card, whether it is
done over-the-counter or by telephone, a document shall be
retained as proof of purchase. These documents shall later be
used to verify the transactions shown on the cardholder
monthly statement.

Attachment (A) to
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1. When a transaction is made over-the-counter, the
cardholder shall obtain the customer copy of the charge slip,
which shall become the accountable document (make sure all
carbons are destroyed) .

2. When making transactions by phone, the cardholder shall
document the transaction on a log and attach any shipping
documents associated with the transaction.

INVOICING PROCED~S

RMBCS will provide and distribute three monthly documents
within 5 working days after the end of the 30-day billing
cycle.

1. Cardholder Statement of Account - all purchases, credits,
and other transaction data that the cardholder has made in the
monthly billing cycle.

2. Approving Official Account Summary - a record of all
cardholder activity for which he/she has approving authority
and a summary sheet for the current cycle.

3. Finance Office Official Invoice - The official invoice
provides summary data for each cardholder and approving
official.

RECONCILIATION

(Reconciliation procedures will varyby activity re~ir~ents
md accounting processes, however should address tie
following.)
CARDHOLDER. At the end of each monthly billing cycle, the
cardholder shall reconcile the information on his/her
statement by filling in the appropriate accounting
classification in the accounting code block, if different from
the master accounting line, and a description for each
transaction. The cardholder must then sign the statement,
attach all supporting documentation [insert specific agency
procedures here] and forward to the approving official or
designated alternate. The cardholder shall check each
transaction on the statement to verify the accuracy. If an
item has been returned and the credit voucher received, the
cardholder shall verify that the credit is reflected on the
statement. If transactions and credits are not on the next
monthly statement, the transaction documentation shall be
retained by the cardholder until the transaction or credit
appears on the statement. If the transaction or credit does
not appear on the next monthly statement, the cardholder or
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approving official shall notify [insert n=e of official here]
to resolve and reconcile the statement. The cardholder must e

sign the monthly statement and forward it to the approving
official within [ 1 working days of receipt[insert agency
procedures here]. If the cardholder cannot review the
statement at the time that it is received, the approving
official is responsible for reviewing and certifying-the
cardholder’s statement. The approving official shall meet
with the cardholder upon his/her return to go over the
cardholder’s statement.

MISSING DOCUMENTATION.. If for some reason the cardholder does
not have documentation of the transaction to send with the
statement, he/she must attach an explanation that includes a
description of the item, date of transaction, merchant’s name
and why there is no supporting documentation.

t

APPROVING OFFICIAL. The approving official is responsible for
reviewing and signing the cardholder’s monthly statement of
account and forwarding the cardholders’ statements of account
to the designated billing office (insert specific agency
procedures here] within [insert # days here] days after the
end of the billing cycle.

BILLING ERRORS AND DISPUTES

STATE=NT OF Q~STIONED ITEMS. If a cardholder receives a
statement that lists a transaction for merchandise that has
not been received, or a transaction which includes an
unauthorized charge, the cardholder (or the approving
official) must notify the Dispute Office contact and complete
the Cardholder Statement of Questioned Item form. =CS will
credit the transaction until the dispute is resolved. In
addition, a copy of the form must be attached to the
cardholder’s monthly statement and sent to the appropriate
Designated Billing Office.

DEFECTI~ ITEMS. If items purchased with the card are found
to be defective, the cardholder has the responsibility to
obtain a replacement or correction of the item as soon as
possible. If the merchant refuses to replace or correct the
faulty item, then the purchase of the item will be considered
in dispute. Items in dispute are handled in the same manner
as billing errors.
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CONTACT WITH =CS

RMBCS shall be contacted by cardholders only to report
OR STOLEN card. All other questions shall be directed
contacts listed in these procedures.

LOST OR STOLEN CARDS

a LOST
to the

Telephone Notification. If the card is lost or stolen, it is
important that the cardholder must immediately notify Rocky
Mountain BankCard Systems, Inc. at one of the following phone
numbers. These phones are manned 24 hours per day:

Inside of CONUS call: 1-(800)227-6736

Outside of COWS call collect: (303)585-5200

Written Notification. The cardholder must also notify his/her,
approving official of the lost or stolen card within one (1)
work day after discovering the card missing. The approving

official shall submit a written report to the APC within
[insert
include:

agency procedure here] workdays. The report shall

the card number;
the cardholder’s complete name;
the date and location of the loss;
if stolen, date reported to police;
date and time RMBCS was notified;
any purchase(s) made on the day the

lost/stolen; and
any other pertinent information.

card was

Card Replacement. RMBCS will mail a replacement card within 1
business day (or 2 business days if outside CONUS) of the
reported loss. A card that is subsequently found by the
cardholder after being reported lost or stolen shall be cut in
half and given to his/her approving official or the APC. The

APC shall notify RMBCS that the card has been destroyed.

SEPAWTION OF CARDHOLDER

Upon separation of a cardholder, the cardholder
the card to his/her approving official or APC.
notify RMBCS to cancel the account-

must surrender
The APC shall
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TMSFER OF ~~HO~ER TO

[Insert activity specific

MOTHER APPROVING OFFICIM

guidance similar to the following. ]--
If a cardholder is transferred to another office with the =ame
bureau or sub-unit, the cardholder’s account may simply be
transferred to the approving official at the end of the
current billing cycle. However, the APC, approving official,
and cardholder shall ensure that all transactions are
completed and that there are no unresolved disputes before
transferring the account. If a cardholder moves to a
different approving official outside the bureau or sub-unit,
the cardholder account shall be cancelled. The new approving
official shall determine if the employee will be a cardholder
within his/her office and if so, a new account shall be
established.
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